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1. At the top of the 
landing page, select 
the Contracts button 
on the button bar. 

 

 
 

 

2. Click on the contract 
for which you would 
like to upload hours. 
The system will take 
you to your Contract 
Details page. 

 

 

 
 

 

3. Select the Upload 
Hours button on the 
button bar at the top 
of the Contract 
Details page. 
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4. If you do not have a 
CSV containing your 
hours in the standard 
format, select Click 
Here to download 
the template. 
  

 

 
 

 

5. The relevant codes 
needed to fill out the 
Mass Hours Upload 
are also shown here.  

 

 

 
 
 

Delivery 

Method 

Code:
PL

Delivery 

Method 

Code:
CBT

Productive Laboratory Computer Based Training 
CODE Training Types CODE Training Types

1 Business Skills 1 Business Skills
2 Commerical Skills 2 Commerical Skills
6 Computer Skills 4 Commerical Skills - Safety OSHA
7 Computer Skills - Advanced Technology 5 Commerical Skills - Safety General
9 Green/Clean Skills 6 Computer Skills

14 Manufacturing Skills 8 Continuous Improvement Skills
15 Manufacturing Skills - Advanced Technology 9 Green/Clean Skills
23 Medical Skills (preceptor) 10 Hazardous Materials Skills
22 Other ______ 11 Job Readiness Skills

12 Literacy Skills
13 Management Skills
14 Manufacturing Skills
16 Manufacturing Skills - Safety OSHA
17 Manufacturing Skills - Safety General
18 Medical Skills (didactic)
22 Other ______
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6. When your CSV is 
prepared, click the 
Choose File button 
and select your CSV. 

 

 

 
 

  

Delivery 

Method 

Code:
CL

Delivery 

Method 

Code:
EL

Classroom/Simulated Laboratory E-Learning (Instructor Led)
CODE Training Types CODE Training Types

1 Business Skills 1 Business Skills
2 Commerical Skills 2 Commerical Skills
3 Commerical Skills - Advanced Technology 3 Commerical Skills - Advanced Technology
4 Commerical Skills - Safety OSHA 4 Commerical Skills - Safety OSHA
5 Commerical Skills - Safety General 5 Commerical Skills - Safety General
6 Computer Skills 6 Computer Skills
7 Computer Skills - Advanced Technology 7 Computer Skills - Advanced Technology
8 Continuous Improvement Skills 8 Continuous Improvement Skills
9 Green/Clean Skills 9 Green/Clean Skills

10 Hazardous Materials Skills 10 Hazardous Materials Skills
11  Job Readiness Skills 11 Job Readiness Skills
12 Literacy Skills 12 Literacy Skills
13 Management Skills 13 Management Skills
14 Manufacturing Skills 14 Manufacturing Skills
15 Manufacturing Skills - Advanced Technology 15 Manufacturing Skills - Advanced Technology
16 Manufacturing Skills - Safety OSHA 16 Manufacturing Skills - Safety OSHA
17 Manufacturing Skills - Safety General 17 Manufacturing Skills - Safety General
18 Medical Skills (didactic) 18 Medical Skills (didactic)
19 RSI (Apprenticeship) 19 RSI (Apprenticeship)
20 RSI (Apprenticeship) - Safety OSHA 20 RSI (Apprenticeship)Safety OSHA
21 RSI (Apprenticeship) - Safety General 21 RSI (Apprenticeship)Safety General
22 Other ______ 22 Other ______
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7. Click the Upload 
button. 

 

 

 
 

8. The system will then 
provide you with a 
summary of what has 
been uploaded and 
any errors messages.  

 

 

 
 

 

9. Click the Upload 
Hours data button to 
complete your 
upload. 

 

 
 

10. You will receive a 
confirmation 
message stating your 
upload is in progress. 
You can navigate 
away from the page 
at any time. 
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11. You will receive an 
email when the 
upload is complete 
containing a link to 
any errors. 

 

 

 
 

 

12. Click on the link to 
view any errors. 

 

 

 
 

 

 


